Indated 5/8/15

Transaction
- ZPAAQ76

- SWBP

A0 PA BPP

Appointment Change Action

See Change Record at end of document for updates to this BPP.

Trigger:

There is a need to process an Appointment Change action for one of the reasons listed in the Business
Process Procedure Overview section.

Business Process Procedure Overview:

An appointment change is defined as the change in employee’s type of appointment. Examples include,
but are not limited to:

Permanent

Probation

Time-limited

Time-limited probationary

NOTE: Employee is not changing position numbers.

An Appointment Change occurs when an employee has successfully completed his or her probationary
period and receives an appointment to either a permanent or a time-limited position. Based upon the
supervisor‘s recommendation, the employee may transition from probationary status at two (2) years.
In order for the employee to receive an increase in salary, an Appointment Change Action (rather than
a Salary Adjustment Action) must be used. This is because the employee subgroup must be changed.
When you create an Appointment Change, not all infotypes that display will require that you change
information. Your agency, as well as the type of appointment change, determines this. Here are some
of the fields that you may need to change:

e Employee Subgroup
o if moving from Full-Time (FT) to Part-Time (PT), or vice versa
o if moving from probationary or trainee to permanent
e Planned Working Time — if moving from FT to PT, or vice versa
e Basic Pay — if moving from FT to PT

e  Monitoring of Tasks — example, trainee progression

Reasons:

e (08) Supplemental to Probation - Employee is changing from Temporary status to a
Probationary status, within the same position, but the employee must serve a probationary
period.

e (09) Supplemental to Permanent - Employee is changing from a Temporary status to a
Permanent status, within the same position, in which the employment in the Temporary
position satisfies the probation period and credentials have been verified.

e (11) Probation to Permanent - Employee has completed the probationary period.

Updated 5/8/15 Page 1 of 23

Wm-"



Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

e (03) Probation/Time-Limited to Time-Limited - Employee has completed the probationary time-
limited period.

e (02) Time-Limited to Permanent - Employee has exceeded 36 months of employment or position
is being made permanent.

e (22) Time-Limited to Probation - Employee is changing from time-limited status to probationary
status within the same position.

e (04) Part-Time to Full-Time - Employee hours will be 40.

e (05) Full-Time to Part-Time - Employee hours will be less than 40.

e (06) Change in Hours - Part-time hours changing

e (07 Extension of Appointment - (No money involved)

e (10) Intermittent to Probation - Employee status that requires a probationary period
e (12) Permanent to Time-Limited - Employee status that is time-limited

e (13) Permanent to Supplemental - Employee status that is Temporary

e (14) Permanent to Intermittent - Employee status that is Intermittent

e (15) Change in FLSA — Employee overtime eligibility status (FLSA) is changing.

e (20) Supplemental to Time-Limited - Employee is changing from Temporary status to a Time-
Limited status.

e (21) Supplemental to Probation TL - Employee is changing from Temporary status to Probation
time-Limited status.

Tips and Tricks:

See the PA Tips and Tricks Job Aid for a fuller listing of Best Practices and Tips & Tricks. The job aid
is located on the Training HELP website http:/www.osc.nc.gov/training/osctd/help/ in the following
folder: Personnel Administration > Job Aids.

e The SAP Business Workplace is SAP’s inbox and can be accessed by clicking on the SAP
Business Workplace button, or by entering transaction code SBWP in the Command Field.

e The SAP Business Workplace inbox is where all workflow documents will be initiated/requested,
and where all workflow documents will arrive for approvers to review and respond.

o In the SAP Business Workplace, workflow documents are SAP messages that are created and
read similar to any outside emailing system (MS Outlook, Lotus Notes, etc.).

e For more information on the SAP Business Workplace, including an overview of all Tree
Functions (folders, organization of the workplace), see the Job Aid Business Workplace
Overview Tree Functions.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Access Transaction:

Via Menu Path: | NOTE' Your menu path may contain this custom transaction code
depending on your security roles.

Via Transaction Code: | ZPAA076

Procedure
laalldls
1. Update the following field:
Field Name Description Values
Command White alphanumeric box in upper left | Enter value in Command.
corner used to input transaction
codes Example: ZPAA076
2. Click the Enter @ button.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

| i ) You may want to enter this transaction code in your Favorites folder.
¢ From the menu at the top of the screen, choose Favorites >
Insert Transaction.
e Type in ZPAAO076.
e C(Click Enter.
To see the transaction code displayed in front of the link in your
favorites, from the menu at the top of the screen:
e Choose Extras > Settings.
e Place a check next to Display Technical Names.
e C(Click Enter.

Information

Employee Action Reguest
O & & @

Existing PCR Mo.

Personnel Mo ba082299 9 aney Sue Tavior

Last 4 digits (S5M) Firgt Last
Effective on oeiEt iz

Action Type 9 Appaintment Change (NC)

Feason 11 Probation to Permanent

3. Update the following fields:

Field Name Description Values
Personnel No. Unique employee identifier Enter value in Personnel
No.

Example: 88888899

Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 07/01/2011

Action Type An action is a grouping of activities Enter value in Action Type.
to perform a specific task. The
action will prompt you for the Example: Z9
Infotypes required to complete the
task.
Reason Reason for the action, such as Enter value in Reason.
Probation to Permanent
Example: 11
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

4. Click the Enter @ button.

Enter the Personnel Number of the individual on which the the Appointment Change is be
processed. Click Enter to retrieve the name of the individual and verify you have the correct
Personnel Number.

If you need to look up the personnel number, click your cursor in the field and click on the
matchcode search button to the right of the field for search options.

The system defaults the current date, but you may change the date to a day in the past or in the
future. OSHR approval is required for Actions that exceed 60 days in the past.

There are several available Reasons to choose from. For specific information on each reason, view
the business process overview section at the beginning of these instructions.

Click Enter to verify the information is correct before proceeding

Empioyee Action Request
O & e O

Existing PCR Mo.

Fersannel Ma. Ba289399 9 aney Sue Taylar

Last 4 digits (S5 First Last
Effective on prsai2en

Action Type £9 Appointment Change (WC)

Reason 11 Probation to Permanent

5. Click the Create (F5) @ button.
If the information is correct, click Create to begin the process.
Leave the Existing PCR No. field blank if you are creating a new PCR.

Several fields on this screen are mandatory. The system will not let you continue if you have not
provided data for the mandatory fields. If you are unsure which fields are mandatory, click Enter,
and the system will prompt you for information in the mandatory fields.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Employee Action Reqguest

Initiate WWF
PCR Mumber
Personnel Mumber 888888599 Laney Sue Taylor Action: |28 Appointrnent Change (WC)
Last 4 digits(55M) Reason: (11 Probation to Permanent
Effective an A7 0142811 Chng 5t
CURREMNT PROPOSED
Fers Area 461 Cultural Resources Pers Ares 4501 Cultural Resources
Subarea WCE1 Tday Morm Subarea MCO1 Tday Marrm
EE Group ) SPAEmplovees EE Group A SPAEmplovees
EE Subgroup (B2 FT S-FLSAOT Prak EE Subgrp B1 FT S-FLSAOT Perm
Org. Unit 20810124 CR CABSEC Chief Deputy Se Org. Unit 20018124 CR CABSEC Chief Deputy Se
Joh 30080252 Office Assistant IV Job A0OERZ52  Office Assistant v
EE Position  GER907Y4  Office Assistant 1Y EE Position  |GO098774  Office Assistant v
Basic Pay
Pay Scale type 81| Graded Pay Scale type 81| Graded
Pay Scale Area 01| Annual Salaries Pay Scale Area 01| Annual Salaries
Pay Scale Group GRES Level |GR Pay Scale Group  |GRSS Lewal |GR
Annual Salary 30,150, 00 Hrly Sal o, oo Annual Salary 30, 150| Hourly Salary
Calc Step - -MP Calc Step - -MP o.0a
Min 25,705.00
Max 38,709, 00 Mext Inc Date
Dates
Last day warked

6. Update the following fields:

Field Name Description Values

EE Subgrp Employee’s type of appointment Enter value in EE
Subgrp

Example: B1

Annual Salary Employee’s annual basic pay Enter value in Annual
Salary.

Example: 30150

7. Click the Enter @ button.

Enter the salary/hourly information in the Annual Salary or Hourly Salary field. Clicking Enter
will allow you to validate the data.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

If the employee is an hourly employee, you will have to enter the hourly amount. The annual

amount doesn’t populate for hourly/salary employees. The system will calculate on ITO008 Basic
Pay when created.

[= Infarmation

| 0 FCR 1000005352 saved

|

You may save this information as many times as you like, each time you will receive a confirmation
of the save. You will not be able to create a note attachment until you have saved it at least once.
If you have already submitted the PCR to workflow, you will not be able to change the details, nor
save any new information, only display the existing details.

8. Click the Enter G button.

9. Click the Save (Ctrl+S) button.

Review the data prior to saving. If the data is correct, click Save.

> '_-: Employee Action Request

m Croate.., B Create Atachmaent
Creste nole
P Private note Craste axtemnal documend (RL)
Fé¢  Send .
Lg
Ef Wl v B LRIy (ear iores | (e rmil
My Objects
Help for object senices
Forgruma  ewws s wommumiois ol 800081 RES0WMES Ferg.Anes :

10. Click the Services for Objects button.

11. Click Create... >> Create note.

You may enter any information that would be useful to the approvers downstream using the notes
area, or attachment area. If you just need to type some information in, or copy and paste from an
email, create a note. If you want to add a document as an attachment, use the attachment area.

Follow the OSHR or Agency-specific guidelines on notes and attachments to be added.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

[= Create note

Title of note

Appointment Change Justification

Enter the appropriate justification here based on Agency or OSHR policy and guidelines,

The attached note may be entered here after saving the PCR prior to initiating workflow, or
after submitting workflow in the display mode of the PCR. The note will remain with the PCR.

The note will not transfer to the Action process, but will remain with the PCR, and can be
copied from the PCR and pasted into a note on the Action screen when processed. This
means that the information must be entered in 2 places —on the PCR and on the Action,

12. Update the following fields:

I

Field Name

Description

Values

Title of note

The short text to act as the title of
the attachment

Enter value in Title of
note.

Example: Appointment
Change Justification

Long text

An open text field

Enter value in long text.

Example: appropriate
information

13. Click the Enter G button.
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

CURRENT
FPers. Area 461
Subarea WEE

Cultural Resources
Tday Narm

EE Group B
EE Subgroup (B2

SPAEmployees
FT 5-FLSAOT Prob

Crg. Unit 20010124
Job 30000252
EE Position 60090774

CR CABSEC Chief Deputy Se
Office Assistant IV
Office Assistant IV

Basic Pay

01 Graded

01| Annual Salaries
GRAA Level |GR

Pay Scale type
Pay Scale Area
FPay Scale Group

30,150, 00
Calc Step - -MP

Annual Salary Hriy Sal  0.00

Dates

FPers Area 4601
Subarea WG
EE Group I

EE Subgrp B1

PROPOSED

Cultural Resources
Tday Narm

SPAEmployees
FT 5-FLSAOT Perm

Crig. Unit 20018124 R CABSEC Chief Deputy Se
Job 30000252 Office Assistant v

EE Position  |6OBB07T4]  Office Assistant IV

Fay Scale type 01| Graded

Fay Scale Area 1| Annual Salaries

Pay Scale Group | GRES Level |GR

Annual Salary 30,156, 00 Hourly Salary
Calc Step - -HP [.oa

Hin 25,705.08

Max 38,759,680 MNext Inc Date

Last day worked

14. Click the Initiate WF LIMH3EME |1 iton.

Select the Initiate Workflow button to send the Appointment Change Action through the approval
process. No changes can be made after the PCR has been submitted for approval, unless the PCR
is rejected at any stage and sent back to you (the initiator/requestor).

[= Infarmation

0 FCR 1000005352 successiully sent to Work Flow

15. Click the Enter @ button.
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Title:

Appointment Change Action

Transaction: ZPAA076/SBWP/PA40

Employee Action Request
I |

Existing PCR Mo,

Fersonnel Mo.

Last 4 digits (SEM) First Last

Effective an A6 2902811

Action Type Appointrment Change (MC)

Reason

Probation to Permanent

NOTE: To view the PCR, including notes and/or attachments, see the Display PCR Job Aid located
on the Training Help website http://www.osc.nc.gov/training/osctd/help/ in the following folder:

Personnel Administration > Job Aids.

16. Click the Back (F3) & button.

17. The Initiate Appointment Change Action is complete.

After Workflow Approvals have been received, proceed with the Complete Appointment Change Action

process.

Instructions for Completing the Action

Access Transaction

Via Menu Path: | SAP menu ==> Office ==> SBWP - Workplace

Via Transaction Code: | SBWP, PA40
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

SAP Easy Acce_ss

CEIRIEECIEE

|'
[ €3 8AP menu

(5 Fanaii{ SAP Business Workplace (CileF12)]

b= L L R—
[ SBWP - Workplace

b (3 Telephone Integration

b (3 Appoirtment Calendar

b 3 Room Reservadons
2 SWUI- Start Worksiow

P (3 Bustness Documents

b (3 Noticaton

3 Cross-Applicason Components

(3 Logisses

(3 Accounting

(3 Human Resources

(3 informadion Systems

3 Tools

vTevvovwvw

18. Click the SAP Business Workplace (Ctrl+F12) @ button.

These instructions assume you have already initiated the Appointment Change Personnel Change
Request (PCR) in workflow, and you have an approved PCR ready to be processed as an
Appointment Change in the system.

Business Workplace of Workflow Initiator

[T Nuw message || Find foider | () Fina document || I Appoirtment calendar |8 Distrouson iists |

|7 . workplace: Worktiaw initiator
= &3 inbax
] Uniread Docurnants 0
#] Documents 0
[ warstlow 2
[E overdue erties 0
B Deading Messages 0
I mcormec entries 0
I £ Cutbex
I B Resubmission
b e Frivaie foldens
[ 8 Shared fokders
[ 3 Folders subscribed to
T Trazh
T shared trash

19. Select Inbox >> Workflow.

You can process using step 20 or step 21.

Business Workplace

Updated 5/8/15
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Business Workplace of Workflow Initiator

rewrmessage  [HIFind foider  [HiFind document T8 Appointrment calendar B Distribution lists

LS g’l"z'a“ warid nitiator =312 2 s == = s M )
~ nbox
+ @] Unread Documents 0 Workflow 1
+ & Documents 0 Ex | Title Glatus | Creation Da  Creation P Aft |Co

» A ] e 1
. Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0
v 3 Outhox
v ¢B Resubmission
v 3 Private folders
v ¢ Shared folders
+ ¢3 Folders subscribed to
. ﬂ Trash
« T Sharedtrash

8 4601 Create PA Action - Appointment Change (NG for Laney Sue Taylor- PCR: 1000005352 % 06/29/2011  15:29:53 5 f

1 ]

2 Tips & tricks: Execute Work ltem ...

4601 Create PA Action - Appointment Change (NC) for Laney Sue Taylor - PCR: 1000005352

Description Objects and attachments

PCR Initiator ¢ PAPCR |aney Sue Taylor PCR 1000005352
¢ PCR List Worlkflow Tracker
Please complete all data for the new personnel action for

20. Select the PCR 4601 Create PA Action - Appointment Change (MCY for Laney Sue Taylor - PCRE: 1000005352

row. Double-click on row.

A list of your approved (or rejected) PCR's are listed on the right side of the screen. You may view
the PCR details and/or Workflow Tracker details prior to executing the PCR if desired. Once the
PCR is executed the Appointment Change action will be launched.

21. Click the Execute (F8) button.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

|7 .| Personnel Actions

&

BRI =l2]
Object manager scenario; EMPLOYEE

~ @ Person Personnel no. 28888899

+ [Hl collective search help Name Laney Sue Taylor
« [Hl search Term

[H] . - EEGroup A SPAEmployees Persa 4661 Cultural Resources
. ree SEear:
EESubgroup B2 FT S-FLSAOT Froh CostZ 4699399999 CULTURE RESOUR..
Fram a7 iet 2ot

Personnel Actions

Action Type Personn... EE group  EE subg.. E
Mew Hire (MC) —
Promaotion (MC) -

Reinstatement'Reemployment{MNC)
Leave of Absence (NC)
Gidick Entry (MG
Irvestigatary Wil ay (WNC)
Suspension (NC})
Mon-Beacon to Beacon(MNC)
Transfer (NC)

kppointment Change (NG
Reallocation (HCh
Dermotion {HCY

Salary Adjustment (MNC)

22. Update the following field:

Field Name Description Values
From Effective date of the personnel Enter value in From.
action

Example: 07/01/2011

23. Highlight the Appointment Change (NC) action type.

24. Click the Execute (F8) button.

Verify this is the individual for whom you will be processing the Appointment Change action.

Q The effective date is the date the Appointment Change will go into
CRITICAL! effect, and MUST match the date that was submitted as the effective
" date on the original PCR. The system will not fill this date in - you can
find the date on the PCR display from your inbox if you do not know the
effective date on the original PCR (not necessarily the date the PCR
was submitted, but the date the Appointment Change is to be effective).
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

Copy Actions (000Q)

@ @ £_ I:gE}{ecute info aroup ﬁChangeinﬂJ graup
Pers.Ma. 28888809

Marme Laney Sue Tawlor

EEGroup L) SPA Employees
EESubgroup B2 FT S-FLSACQT Prohk
Start 07 /0172011 fmki 12/31/9999

Fersonnel action

Action Type Z9 Appointment Change (MC)
Reason for Action 11 Probation to Permanent
Status

Customer-gpecific
Employment
Special payment

Qrganizational assignment
GORIETT4
4501
Employee aroup A

Office Assistant IV
Cultural Resources

Fosition
Fersannel area
SPA Employees

Employee subgroup B FT 5-FLSAQT Perm

Additional actions

FPerss [4601 Cultural Resources

Start Date  Act  |Action Type

25. Click the Enter @ button.

My Record valid from 01/0/2011 to 12/31/3393 delimited at end

ActR  Reason for action

The system will provide a yellow warning message informing you the existing record will be
delimited. Click Enter past this warning message.

Notice at the top of this screen the title includes the word “Copy”. This action takes the original
action and makes a copy of it, delimiting the previous record and saving the new record. The word
“Create” in the title indicates that this infotype is being created on this person's record for the first

time.

&., Ferson and position have different employee groupsfsubgroups

When the employee subgroup is different from the position employee subgroup you will get a
warning message. Click Enter past this warning message.

26. Click Enter @ to continue.

Updated 5/8/15
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

infotype Text

) e i @)

Enter or paste appropriate c:n:umments.l

27. Click Edit, >> Maintain text to add your comment based on agency or OSP Policy/Guidelines.

Remember you can cut and paste from the PCR.
28. Click the Enter @ button.

29. Click the Save (Ctrl+S) button.

Create Organizational Assignment {00017)

@ E:j ‘ﬁ Qrg Structure

Personnel Mo [2888388949 MNarne Laney Sue Taylaor
EEGroup i SPA Employees Persa (4601 Cultural Resources
EESubgroup [B2|  FT S-FLSAOQT Prob Statu  Active

Start A7 0122071 kil 1243179989

Enterprise structure

CaCode WCE STATE OF M
Pers.area 4601 Cultural Resources Subares NCET Toay Borm
Cost Ctr 4699999998  CULTURE RESOU.. Bus. Area 4600 Cultural Resources
Fund 46899994949 CULTURE- SLISP ..
Func. Area GOBHEROHOAAEEEET General Government
Personnel structure
EE group B SPA Employees Payr.area (1 MG Monthly
EE subgroup (B1 FT S-FLSADT Perm Contract o
Organizational plan
Percentage (1008680 | Assignment
Fasition GOAAOTT 4 101000001023
Cffice Assistant IV
Job key JOOAE252  Off Ast
Office Assistant [V
Org. Unit 20010124 48010101005
CR CABSEC ChiefD ..
Org key 46014699999999
30. Click the Enter @ button.
[ ]
31. Click the Save (Ctrl+S) button.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Copy Planned Working Time (0007)

2 ﬁ mekschedule

Personnel Mo 88888899

EEGraup !
EESubgroup |B1

Start A7 01426011

Work schedule rule
Wark schedule rule
Titne Mamt status
Warking week

SPA Emplovees
FT S-FLSAOT Perm Statu  Active
[FTa 12431795989

Marme Laney Sue Taylor
FPersa (4601 Cultural Resources

DOTHEEGEN MTWWHF-2 5a5-0
11 - Positive Time Recarding
07 Wik - Sun (mdnt) - Sat

Par-time employee

Warking time

Employment percent 100. 00
Diaily weorking hours 8.00
Weekly warking hours 49,09
Monthhy warking hrs 173.33

Annual warking hours 26080 . HA

Wieekly workdays

32. Click the Enter @ button.
Adjust their work schedule as appropriate and save the data.

The Work Schedule Rule, Time Mgmt status and Working week defaults from the employee's
enterprise structure. It is critical that you review for correctness (including the working week) and
change the work schedule as appropriate for the employee if it is different from the one that
defaults.

If the individual is part-time, be sure to check the Part-time employee box.

The defaulted work schedule is based on information provided by the various agencies and
BEACON team members.

@ Subject employees must be positive time. Employment percent should
CRITICAL! 2lways be 100%.

]
33. Click the Save (Ctrl+S) button.
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

(& Possible subsequent activi.. x
(= Enralled an ml
Terminated an [E /3042011

) Automatic Plans
() Default Plans
Al plans

Add. functions a7 atizon
(IPlan overview
(JEnrallment Farm

() Particip. Monitor

7%

Subsequent activities should only be completed if the employee is transferring to a position in a
different retirement system than his or her current position (for example — going from TSERS to

LEORS).

34. Click the Cancel (F12) button.

If you need to process changes to the benefits, click Continue. In this example we will not process

changes to benefits, and will click Cancel.
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Transaction:

Title: Appointment Change Action
ZPAAO76 / SBWP/PA40

Create Basic Pay {(0008)

@ @ ﬁ Salary armount Payments and deductions
Personnel Mo 88833599 Marme Laney Sue Taylor
EEGroup A SPAEmployees Perss 4601 Cultural Resources
EESubgroup E1 FT S-FLSAQT Perm Statu  Active
Start 07 /6172011 ki 12431/9999

Subtype 2] Basic contract
Salary

Reasaon 290 Appointment Change Cap.util vl 100, 00

PS5 type 61| Graded WhkHrsfperiod 173,33 Monthly

PS Area 81 Annual Salaries Mextine.

FS group GRES Level |GR Ann.salary 3 158,00 | USD
Wa... Wage Type Long Text | Armaunt Curr.. .. AL | Numbenlnit Unit E
1008 Regular Salary 2,5812.50 UsSD
i i
1v [a7/81/2811] - 1273173995 4 [ » | 2,512.50 [USD

35. Update the following field:

Field Name Description

Values

Reason for the action, such as
Appointment Change

Reason

Enter value in Reason.

Example: Z9

36. Click the Enter @ button.

The pay scale values (pay scale type, pay scale area, pay scale group and level) have been designed
to default based on the rules assigned to the employee's position. If the pay scale values do not
default, please contact BEST Shared Services or your BEST HR Specialist.

Enter the Reason Appointment Change [Z9], and click Enter to validate the data. Notice the
Annual Salary field has retrieved the amount submitted via workflow (or the hourly field if

appropriate).

You will manually enter the hourly rate in the amount field; hit enter and the annual salary

automatically calculates.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

The Cap. Util. 1vl should always be 100%. The Annual Salary should be the amount you are
actually paying the employee. If at 40 hrs/wk EE was paid $80,000 and now EE is only working 20
hrs/wk, the salary entered will be $40,000. You are paying 100% of $40,000.

37. Click the Save (Ctrl+S) button.

Create Monitoring of Tasks {0019)

==

Personnel Mo 88888399 Marme Laney Sue Taylaor

EEGroup B SPAEmMployvees PersA (4601 Cultural Resources

EESubgroup EB1 FT 5-FLSACT FPerm Statu  Active

Task

Task Type | -

Date of Task K Frocessing indicator ey task -
Reminder

Reminder Date

Leadifollow-up time Far specific tagk type -

Caomments

38. Click the Next record (Shift+F7) button.

Updated 5/8/15

C20SC Training

Page 19 of 23



Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Copy Date Specifications (0041)

H B L

Fersonnel Mo [888888494 Marme Laney 5Sue Taylaor
EEGroup ! SPA Employees FPerss (4601 Cultural Resources
EESubgroup [B1 FT S-FLSAQT Ferm Statu  Active

Start 07 012071 ki) 1243174939949

Date Specifications

Date type Date Date type Date
61| Qriginal Hire Date B14107 2611 02 Agency Hire Date [141042011

39. Click the Enter @ button.
Information:

Review and make any changes to follow your Agency Procedure/Process guidelines.

40. Click the Save (Ctrl+S) button.
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

Personnel Actions
&

<> EEE] 2]
Object manager scenario: EMPLOYEE

~ % Person

- [Hl collective search help

Personnel no.

Mame
- [Hl search Term EEGroup A
- [H Free search
EESubgroup (B2
From

Laney Sue Taylaor
Persd 46071 Cultural Resources
CostC 4699999999 CULTURE RESOUR .

SPAEmMployees
FT 5-FLSADT Prab
By a1 i2o1

Fersannel Actions
Action Type

Mew Hire (NC)
Pramoatian (M)

Leave of Absence
Quick Entry (MG

Suspension (NC)

Transfer (NC)

Reallocation (NC)
Dermation (M)

41. Click the Back (F'3) & button.

[E Th 'k Itern Has To Be pleted E:

ReinstatementReemployment(NC)

Investigatory WiFay (MC)

Mon-Beacon to Beacon{MC)

Appointment Change (MG

Salary Adjustment (NC)
Cancel Salary Adiustment™C)

EE subg...

FY

Personn... EE group

-

(NG

[Elino. |[#Log |[EHAtachmnts |.|@fAgents

4601 Create PA Action - Appointm
Taylor - PCR: 1000005352

Description
PCR Initiatar,

Please complete all data for the new
personnel action for Employee Laney
Sue Taylor ~ Personnel #3358853899
based on the attached request.

* Make sure to Save your changes before
exiting from the screen. and do not press
the ‘Complete Waork Item’ buttan until the
necessary changes have been
Completed.

** If you need to Cancel the entire PCR,
click once on the work item to highlight
it. press the ‘Other functions..." button

| »

ent Change (NC) for Laney Sue

Objects and attachments

s« PAPCR: Laney Sue Taylor
PCR:1000005352
+ PCRE_List: Workflow Tracker

= |

|¢ Complete Work ltem ||9€ Cancel |

42. Click the Complete Item |“¥ © il {12t DU e | button.
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Title: Appointment Change Action
Transaction: ZPAA076/SBWP/PA40

Business Workplace of Workfiow Initiator

B Mew message (B Find falder Find docurnent  BE Appointment calendar B Distibution lists

- grlkilace:\f\rormlowlnltlamr (}} A [ EN e R =GR S |E||§H@ ‘H§”$ ‘||E|
- & Inbox -
- @] Unread Documents 0 Workflow 0
+ ] Documents D B ITitle Status | Creation Da_| Creation Pt |C
~ Warkflow 0 I :

v [ Grouped according to content
| Grouped according to content type
| Grouped according to sor key
vy [ Grouped according to fask
. Cverdue entries 0
. Deadline Messages 0
. Incorrect entries 0
v €3 Outhox
¢ cB Resubmission
b 3 Private folders
v @ Shared folders
¢ 3 Folders subscribed to
« [ Trash
« T Shared trash

Business Workplace
O

43. Click the Back (F'3) & button.

The Appointment Change Action is complete but we recommend reviewing via PA20 all infotypes that have
been processed.

Change Record

Change Date: 5/8/15 Changed by: W Creech

Changes: Business Process Procedure Overview

e First set of bullets
o Removed Trainee

e Par 3 (beginning “An Appointment Change occurs when...”
o Line 1-2...removed or training

o Line 3...removed (or training)
o Line 3-4...revised status at two (2) years.

e Second set of bullets
o Changed Basic Pay to read if moving from FT to PT

e Reasons
o Retired the following reasons effective 6-1-15

= (01) Trainee to Permanent
» (16) Trainee to Probation

= (17) Probation to Trainee

= (18) Permanent to Trainee
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Title:
Transaction:

Appointment Change Action
ZPAAO76 / SBWP/PA40

* (19) Supplemental to Trainee
Step 4: changed OSP to OSHR
Step 11: changed OSP to OSHR (in Note graphic too)

Additional Resources

HR Conference Call/Webinar - November 16, 2010

Webinar http://www.osc.nc.gov/training/osctd/help/
Conference Calls and Webinars > BEST Conference Calls > November 16, 2010
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